
 

 

 

 

 

 

 

 

 

 

 

 

 

USER GUIDE  

for CORPORATE USER 
A Corporate User is any employees who Corporate Admin has set up their profile in the portal.  
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INTRODUCTION 

TYPE OF USER 

There are two type of users in the portal which is Corporate Admin and Corporate User. Each 

type of user will have different level of access and authorization as below. 

1. Corporate Admin 

A Corporate Admin is a main user in the portal. As a main user a Corporate Admin will be able 

to: 

• Create and manage employee or corporate user profile  

• Create another corporate admin profile 

• Assign and manage employee grouping 

• Manage approval setting 

• Full access to report 

• Perform and manage booking for all users and for him/herself 

• Approve travel request if she/he is set as approver 

 

2. Corporate User  

A Corporate User is any employees who Corporate Admin has set up their profile in the portal. 

A Corporate User will be able to:  

• Manage his/her own profile 

• Create and manage his/ her own booking 

• Access to his/her own booking report 

• Approve travel request if he/she is set as approver by Corporate Admin* 

 

Note:  

* Setting up approval is an option if corporate wants to use approval flow provided in the portal.  

*The last approver will have authority to proceed for payment. 

*If corporate decide not to use approval flow then all Corporate Users can proceed for payment 

for his/her own booking and Corporate Admin can proceed for payment for all users assigned to 

him/her. 

 

The last approver will be authorized to proceed with payment for any booking. 

Corporate Admin can raise a request, search for flights and can make a payment (only if he /she 

is authorized to do so), view the status for the raised requests, view the booked tickets. 
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1.0 GETTING STARTED 

1.1 Header Tab Familiarization           

In the header tab section, you can find all the menu options as seen below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1-Menu Options 

3- Language 

options 

2- Currency 

Type 

5- Theme 

Settings 

4- Page 

Enhancer 

6- User 

Profile 
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Options Description 

1-Menu Options The list of options in the header tabs as below. 

• Dashboard 

• New Booking 

• Manage Bookings 

• Manage Approval 

• More  

o Manage Profile  

o Manage Employee Grouping 

o Manage Approval Settings 

o Reports 

2- Currency Type Type of the Currency which is being used  

3- Language Options Click here to set the language. However, currently only English 

language is available 

4- Page Enhancer Click here to enter full screen mode 

5- Theme Settings Click here to change the theme. There are two options 

available as below: 

• Default  

• Dark 

 

6- User Profile Click here to see the account user profile details 
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• User Profile 

 

• Click on the  icon to edit and view your profile information 
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2. QUICK START FOR DUTY TRAVEL 

2.1 First-Time Log in for Corporate User 

• Set your password through link in the email from portal within 24 hours from receiving 

the approval notification email.  

• Your password must not contain characters (alphanumeric ONLY). 

• Choose your setting whether to enable or disable two factor authentications (default: 

inactive)  
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2.2 Create Booking for Your Duty Travel 

• Choose travel type from New Booking dropdown.  

 

 

• Input your destination, date, and cabin 
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• Click on Add passenger detail and type in name or email of the intended traveler 

 
 

 

• Make sure the traveler’s name were in green line to proceed. This confirms traveler 

details had been input as employee 
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• Flight availability will display discounted fare for each flight 

 
 

 

• Select your fare type 
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• Selected fare summary will be on your right screen. Proceed next  

 
 

 

 

• Review your flight selection, key in Frequent Flyer number, Emergency Contact and 

proceed to Add On. 
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• Select your Add on (seat, meal, extra baggage, lounge). Chargeable add on will be 

added to your final amount. 

 
 

 

 

• Continue to payment. Accept Covid-19 Safety Requirement. 
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• Review your tickets Terms and Conditions. Once you checked these two boxes, system 

will display total amount chargeable 

 
 

 

• Proceed to payment. Portal accept all major cards, Online banking, and a few e-wallets. 

The usage of MH eVoucher were not accepted as part of payment 
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3. EXTENSIVE GUIDE FOR DUTY TRAVEL 

3.1 Create Booking for Your Duty Travel with Approval Flow Setting 

• To create a booking, click New Booking in the Header Tab 

• Select the trip type (One-way or Return) 

• Fill in the box with Asterisk 

• Click Add Passenger Details to Proceed 

• Search and select any passenger that has been registered 

• Click Search Flight to proceed 
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• Select your flight and type of fare 

• Click Next to proceed 

 

• You will be directed to review itinerary page as below 

• Enter your Frequent Flyer number if you have one 

• Fill in your emergency contact details (optional) 

• Click Add-Ons to proceed 
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• You will then be directed to add-on selection page 

• You may choose your seats, additional luggage, meals, lounge access, and special 

assistance 

• To proceed, click continue 

 

 

• Your booking request will be forwarded to your approver(s) for booking approval and 

payment. 
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3.2 Managing Your Booking 

• To view and manage booking created, click Manage Bookings. You will be directed to 

below page 

 

 

 

 

 

 

• Click Expand button to view the summary of ticket details and status e.g. Pending for 

Approval, Approved etc 

• Click view icon button to view the complete details 

 

 

 

 

List of Existing Bookings 

Booking status tab 

Filter to refine your search 
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• Once you have clicked view icon button, you will be directed to the page below. 

• You will have the function to cancel or change the flight/date 

 

 

 

3.3 Generating Your Duty Travel Report 

• In the header tab, click Reports 

 

• Once clicked, you will be directed to below page that show list of existing Report, if any 

• Click Create Report to create your new report 
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• Once clicked, you will be directed to below page 

• Drag minimum 5 provided fields and minimum 1 filter into Drag and Drop Filters section 

• Tick Select All if you wish to add all fields 

• Field the name of the report 

• Click Next to complete the report creation 

• The report now will be appeared in list of existing report in the previous page 

 

 
 

List of existing 

Report 

Filter to refine 

your search 
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3.4 Approving Travel Request If Being Nominated As Approver 

• Click Manage Approval button in the header tab to view the list of approval settings. 
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• Once clicked, you will be directed to below page 

 

 

 

 
 

 

 

 

 

• There are three (3) tab in the approval status list. 

o Pending tab = Showing booking that pending for approval 

o Rejected tab = Showing booking that has been rejected by the approver 

o Approved = Showing booking that has been successfully approved 

• There are three (3) filter function in the filter box 

o Time period = allow you to filter booking made on certain range of period 

o Trip mode = allow you to filter type of trip 

o Email ID = allow you to filter and search by user email address 

• To approve the requested booking, click on View icon button 

 

 

 

 

 

 

 

 

 

 

Bookings list Click here to expand / 

minimize the list 

Filters 

Approval status list tab 
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• Once clicked, you will be directed to the page below 

• To approve, click the approve button. If you are the last or the only approver, you will 

then be directed to Make Payment page. 

• To reject, click the reject button. The rejected booking will then be appeared in the 

Rejected Tab list in the previous page 
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• To proceed with payment, tick the terms and conditions box and click Approve & Pay. 

You will then be directed to payment gateway page. 
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4. QUICK START FOR LEISURE TRAVEL 

4.1 First-Time Log in for Corporate User 

• Skip this step if you have completed it in item 2.1. 

• Log in to MHbiz PRO at mhbizpro.malaysiaairlines.com   

 

 

• Click “Forgot Password” and a verification email will be sent to your email ID 
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• Insert email ID and enter Captcha 

 

 

• Check your email for the reset link 

 

 

 

 

 

 

 

 



22 April 2022 
User Guide for Corporate User 

26 
 

4.2 Add Your Family Details 
 

• Under “Manage Profile”, click the edit icon 

 

 
 

 

• Click on the “Family Details” tab 

• Add “Family Details” 
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• Fill in “Family Details” for the family member 

 

 
 

 

• “Family Details” added 
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4.3 Create Booking for Yourself and Your Family 
 

• Under the “New Booking” tab, select “Leisure Travel”. 

 

 

• Select your destination, dates and number of passengers. Then click “Search Flights” 
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• Select your flight 

 

 

• Fill in your family details. Please ensure the added family members as per item 4 are 

shown here. Simply click on the box to add. 
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• When listing an infant’s details, be sure to select a Responsible Adult (One adult per 

infant) 

 

 

• Next click on “Add-ons” 
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• Select your “Add-ons” 

 

 

• Read through and acknowledge the COVID-19 Safety Requirements 
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• Read through and acknowledge the Terms and Condition. Then click “Pay” 

 

 

• Select you Payment Method and proceed to make your payment.  
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5- REPORT  

5.1 Create your own report 

 

• In the header tab, click Reports 

 

 

• Once clicked, you will be directed to below booking 

• Click Create Report to create your new report 

 

 

 

 

 

 

 

List of existing 

Report 

Filter to refine 

your search 
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• Once clicked, you will be directed to below page 

• Drag minimum 5 provided fields and minimum 1 filter into Drag and Drop Filters section 

• Tick Select All if you wish to add all fields 

• Field the name of the report 

• Click Next to complete the report creation 

• The report now will be appeared in list of existing report in the previous page 

 

 
 

 

6. DASHBOARD 

 

Our dashboard function will only be available in the future. We will update you accordingly once 

this function is ready in our MHbiz PRO.  
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Please do not hesitate to contact our MHbiz PRO 

dedicated support team shall you need further 

clarification pertaining to the user guide or any 

assistance pertaining to the portal or ticketing via 

portal at mhbizpro@malaysiaairlines.com 


